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POLI CE LI EUTENANT

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses responsible supervisory/ mnagenment
positions of Ilaw enforcenment, the primary duties of which
include the supervision and nanagenent of a specialized
division, unit, section or platoon of the police departnent.
Police Lieutenants may assist in the adm nistrative function
whi ch provides for the efficiency of departnental operations.
Enpl oyees of this class oversee the preparation and mai nt enance
of records conpleted by subordinates, insure the care and
mai nt enance of equi pnent and vehicl es assi gned to subordi nat es,
provide training of departnment personnel, and perform public
relations duties. Police Lieutenants work with a noderate
degree of independence in the performance of their assigned
tasks, with work reviewed by a Police Captain or Police Major.
This class ranks imedi ately bel ow t hat of Police Captain.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Assi sts i n managenent and supervi sion of a specialized division,
unit, section or platoon, which may include patrol, traffic
control and acci dent investigation, special operations, crimnal
i nvestigation, juvenile operations, jail, conmuni cat i ons,
training, adm ni strative support, or ot her speci al i zed
di vi si ons. Organi zes assigned services, assigns duty and
depl oynent areas, schedules and approves hours worked and
conpensation due subordinates, and approves |eave. Conducts
i nspection of assigned services, evaluates the effectiveness of
assigned services and takes appropriate action to correct or
i nprove problem areas. | nvestigates accidents involving
departnment equi pnent or personnel, deterni nes cause, and makes
recomendat i ons on procedure to avoid future accidents. Reviews
incom ng communications and routes work to the appropriate
person or | ocation.

Conducts research to be used in naki ng managenment deci sions and
for the planning of programs and activities for the assigned
division or unit. Maintains and anal yzes reported crinme datato
efficiently and effectively direct crime-fighting strategies and
tactics. Reports current or anticipated crime or traffic
probl ens, and makes recommendations for appropriate course of
action. Reviews recommendations of subordinate supervisory
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personnel w thin command.

Supervi ses subordi nate police departnment enpl oyees, revi ews work
to be done, outlines responsibilities and duties for
subordi nates, including setting goals and task priorities, and
i ssues verbal and witten orders and directives. Holds neetings
to receive reports and dissem nate information. Conduct s
i nspecti ons of personnel and assigned equi pnent. Eval uates and
documents work performance of subordinates and wites enployee
eval uati on reports. Counsel s enpl oyees who are experiencing
wor k problenms and handl es enpl oyee conplaints and grievances.
Mai nt ai ns di sci pline by enforcing departnent rul es, regul ati ons,
policies and procedures, and recommends disciplinary action to
t he appointing authority.

Provides on-the-job training and assists subordinates in
technical areas of work. Serves as an instructor for formal
instruction provided by the departnment, prepares |esson plans
and training materials, and adm nisters and scores tests.
Provi des for outside instruction to neet any training needs not
avai lable in the departnmental training program Assists in
mai ntaining a library of training materials. Makes
recomendati ons for inprovenents in the training program

Pronotes a positive inage of the work of the department in the
daily performance of duties by interacting with conmmunity
menbers. Answers inquiries or handles conmplaints from the
public about the operation of the police departnment or any
rel ated areas of | aw enforcenent operations. Determ nes target
areas for crinme prevention or community relations efforts by
analyzing local crime problenms. Coordinates the work of the
departnment with related federal, state, and |ocal agencies,
rel easing i nformati on and gi vi ng assi stance when needed. Serves
as an official department representative at any assigned
neetings in order to give reports, offer advice, nake
recommendati ons, and keep informed on local activities and
trends that may affect the police service.

| nsures that records and reports of assigned division are
accurately mmintained by supervising their preparation,
reviewing the conpleted records, and periodically inspecting

systens and facilities for keeping records. Prepares forns,
records, reports, and nenoranda as required to docunent the
activity of the assigned division. Prepares correspondence

related to departnental operations, and in response to
inquiries. Develops new forns or revises old forns in order to
i nprove the accuracy and efficiency of docunmentation. Uses the
department's comput er informati on system to
enter/update/retrieve data relating crimnal activity for use in
solving crines.

Participates in the general care, maintenance, purchase,
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repairs, and use of departnental equipnent, vehicles, stations
and grounds, and other related property. Inspects and mai ntains
equi pnent and arranges for needed repairs or nmaintenance.
Prepares and eval uates specifications on new police departnent
equi pnment for public bids. Reviews products to be purchased by

meeting with sales representatives. Revi ews and approves
purchase requisitions, vouchers for paynent, or related
financial records and sees that they are submtted to t he proper
aut hority. Keeps inventory records, orders supplies and

equi prrent, and distributes such to departnment personnel as
required.

Perforns any related duties assigned.

QUALI FI CATI ON REQUI REMENTS
Unl ess otherwi se specified, all requirenments listed bel ow nust

be nmet by the filing deadline for application to test.

Must neet all requirenments of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

After offer of enploynent, but before beginning work in this
class, nust pass a physical exanm nation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physica

fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must possess a valid Louisiana driver’s |icense.

By admission to exam nation nust be a regular and pernanent
enpl oyee for at least two (2) years in the class of Police
Ser geant .

Must have earned no fewer than fifteen (15) credit hours froma
state accredited coll ege or university with at | east a 2.0 grade
poi nt average (GPA). Six (6) hours of course work nust have
been directly related to crimnal justice or |aw enforcenent.
Course work in crimnal justice or |law enforcenent is waived if
appl i cant possesses, at a mi ninmum an associate’s degree in any
discipline with at least a 2.0 GPA
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